	
	Essential
	Desirable

	Education
	Good standard of general education i.e. GCSE, NVQ Level 2 or equivalent

Must have completed Law Centre/NIACAB training and courses relating to DLSA/PIP, Universal Credit, Pension Credits;
- Basic Welfare Rights training 
- Advocacy/Tribunal representation  
	Third Level or degree standard

	
	
	

	Experience
	At least 18 months (paid or unpaid) direct advice giving experience within the last three years which must have included:-

· At least one year’s experience of generalist advice giving and managing a caseload including DLA/PIP. Pension Credits, Housing Benefit and general housing advice;
· Carrying out 
associated follow-up work ;
· Supporting/overseeing the work of staff volunteers;

	Demonstrated Experience of:-

· tribunal representation
· planning and developing projects

· organising information days/seminars

· preparing news-sheets/publicity

	Skills
	-Excellent written, verbal and listening skills

-Ability to co-ordinate the work of others and to report effectively

-At least One year’ demonstrated experience in the use and application of the Advice-Pro Case Recording System;

-Demonstrated experience of producing advice statistical information and Advice-Pro Reports;
	Research skills

Word-processing skills

Data-base skills



	Knowledge/

Values
	Demonstrated knowledge and appreciation of the challenges and sensitivities of working with people from diverse backgrounds and backgrounds; across diverse communities;
- Demonstrated evidence of an up to date knowledge and understanding of the Benefit system including of an awareness of upcoming and potential changes such as Universal Credit, and the Bedroom Tax;

-Demonstrated Up-to date knowledge and awareness  of the current issues facing the independent advice sector
-Demonstrated Knowledge and commitment to the community development ethos and approach

Commitment to the principles of quality, free, impartial, confidential and locally accessible advice
	

	Personal Attributes
	Friendly approachable manner

Accuracy and attention to detail

Ability to work on a confidential basis

Ability to work under pressure and to strict deadlines

Flexible approach to working hours

As Post required outreach work – access to own transport – or 

Willing to undertake pre employment checks – for example Access NI
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